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General Standards: 

Event set-up is crucial in order to make award(s) by Grand Total, by Line(s) or by 

Groups/Lots. 

The Event Settings and Options hyperlink is used to establish Bid Requirements, 

Event Scoring, Header Weights and Line Factor Weights, as applicable.   

In all cases, the Event Header and Line(s) weights must equal 100 percent. Any number 

sequences used between the Header and Line weights is permitted.   

In the event no Header Weight is used, Cardinal will automatically assign Line Weights 

to equal 100 upon Save.  

The Header applies to the overall event and to each separate line. 

Header Bid Factors differ from Header Weights or Line Factor Weighting. Header Bid 

Factors are generally inserted into an Event for a bidder to respond to only.  

Events can be setup requiring a bid response on all lines or not.  

 

About Strategic Sourcing Event Awards  

Cardinal allows a Strategic Sourcing (SS) Buyer to make bid awards by grand total, 

by line(s) or by group (lot). Depending on how you build the event, the specific award 

features are available for selection when analyzing the bid results.  The following 

instructions are simplified to illustrate some typical award processes.  
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Example 

Header Weight and Line Weight must = 100        Option 1  

 

 

Note: the Remaining Weight shown = 0.  

If you do not set the Header and Line weights to equal 100, the following message will 

be displayed.  
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Example 

Header Weight and Line Weight must = 100        Option 2  

 

No Header Weighting is applied.  

 

Each Line Weighting is set up to = 100.    Note: the Remaining Weight shown = 0.  
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When selecting Line Score and Total Score, there must be a Header Bid Factor.  

 

If you do not select a Header Bid Factor, the following message will be displayed.  

 

For Example: Bid Factor is selected as shown.  

 

Note: It is not necessary to insert a Weighting.  
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If Line Score is selected, the Header Weighting is not available. A Line Factor Weighting is 

available and may be used.  

Line Factor Weighting is specific to the overall Event and added to each Line as a Header Bid 

Factor. If used, the total Line Bid Factor weights must be adjusted to = 100.  

In this example, the Line Factor Weighting is 0, therefore the Line(s) Weighing is adjusted to = 

100.  
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Example:  

If a weight is used, the Line(s) Weighing and the Header Bid Factor are adjusted to = 100.  

 

Upon Save, a warning message will be applied to each Line for corrective action.  

 

 

Click on the Line Advanced Definition tab 

Click on the Bid Factors hyperlink.  
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Note: Bid Factor Weight exceeds 100.  

 

Adjust the amount to = 100 
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Award by Grand Total 

 

The SS Buyer sets the Preview By: to By Total. 

Click the Event Settings and Options hyperlink.  

 

Check Bid Required on All Lines. 

Set the Factor Event Score Into: to Total Score and Header Weighting to 100.  

Click on Return to Event Overview hyperlink. 
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Enter the Event lines to be totaled for bid action. 

Click on Return to Event Overview hyperlink. 

 

Save the Event and Post….. Event ID # is shown. 
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Upon Event closing, enter Bidders and enter each bid item.  

 

 

Bid Tabulator enters bid on behalf of the vendor.  
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Event Details page displays actions necessary for Bid Tabulator to follow.    

 

Bid responses are entered.  

Click on Validate Entries button.  
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Message is displayed. 

Click OK.  

 

 

Click OK.    

 

 

Repeat bid entries for all other bidders.  
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Once all bids are entered, the Buyer analyzes the bid responses.  

Navigate to the Event Workbench and search for the Event ID.  

Click on the Analyze Bid icon.    

 

 

The Analyze Total page is shown and bid totals are displayed.  
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Select the Bid Action type (Award).  

Enter 100 in the Award by Percent.   

Click Save.    

 

Navigate to, or click on Award Events.  
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Award Details page is displayed.  

Enter Award Type and click on Post Award button.  

   

 

Contract award is displayed.    
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Award by Line(s) 

 

The SS Buyer sets the Preview By: to By Line.    

Click on the Event Settings and Options hyperlink.   

 

Set the Factor Event Score Into: to Line Score 

Do not check Bid Required On all Lines. 

Click Return to Event Overview hyperlink.     
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Click on the Event Header Bid Factor hyperlink.  

 

 

Enter any selected Bid Factor. Note: a Weighting is not entered in this example. 

Depending on the bid factor selection, you may or may not click on Display Bid Factor, or Bid 

Factor Response Required.   

Click on Return to Event Overview hyperlink.  
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Click Save Event and Post buttons.   

 

 

Upon Event closing, enter Bidders and enter each bid item.  

Click on Bidder/Event hyperlink.  
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Enter Bid on behalf of the Bidder. 

Click on Enter a New Bid button.    

 

Items with red star        require a bid response to be entered.  
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Enter bid response and bid amounts submitted.  

 

Click on Validate Entries button.  

Click OK to message and Submit Bid button.  

Repeat process for all other bidders.  
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Buyer navigates to the Event Workbench and searches the Event.   

Click on the Analyze Event icon.  

 

 

Analyze Total page is displayed.  

Click on the Analyze Line hyperlink.   
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Click on the Analyze hyperlink for each separate line. 

 

 

Analyze Line page is displayed and shows the extended bid response.   
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Expand the Factors line to view the Unit Price bid response.  

 

Make the award selection as needed. Note: in this example, the award is split.  

Click OK. 
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Line 1 now shows Qty Awarded.  

Click on 2nd line Analyze hyperlink.  

 

Make award(s) as needed.  

Click OK.  
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Repeat the same steps for all additional lines.  

 

Click Save.  

 

Navigate or Go To the Award Events page.  
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Make Award by Purchase Order or PO Contract. Note: 1 of 2 vendors is shown. Lines 1 and 2 

have been populated for this vendor award.    

Click on forward arrow.  

 

Make Award by Purchase Order or PO Contract.  

Note: 2 of 2 vendors are shown. Lines 1 and 3 have been populated for this vendor award.    
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Award by GROUP (LOT) 

 

The SS Buyer sets the Preview By: to By Lot. 

Click the Event Settings and Options hyperlink.  

 

Check Bid Required on All Lines. 

Set the Factor Event Score Into: to Line Score and Total Score. 

Click on Return to Event Overview hyperlink. 
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Click on Event Header Bid Factors hyperlink.  

 

 

Select a Bid Factor. Example shown. 

Click on Return to Event Overview hyperlink.  
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Enter the Event lines to be comprised of a Group/Lot.  

 

Check/select the Lines and enter a Group ID & Description. 

Click OK.  
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A group line is created with the Group ID shown.  

 

Enter the lines and build the next group as previously done.  

Click OK.  
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A group line is created with the Group ID shown.  

Click Save Event Changes button.  

 

Click on the Advanced Definition tab.  

Click on Details hyperlink to view lines and details related to the Group/Lot.  
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Save the Event and Post as previously discussed.  

Upon the end of the Event, the bid tabulator will enter the Bidders and related bids for 

analysis.  
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Bid Tabulator views the bid response pages.  

Items with red star        require a bid response to be entered.  

Enter the General Question (Bid Factor) response. 

 

Complete the entry of all bid responses. Note: All Lines (in a Group/Lot) must be entered.   

Note: There are 2 Line Groups in this Event.  

Click on the Display Group Detail hyperlink.  
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Enter a Bid Quantity of 1 for each Group. Note: Do not enter a Unit Bid Price. 

Click on the Bid hyperlink.  

 

Group bid price and details are shown.  Note: The Total Detail Price = the sum of the lines unit 

pricing, not the sum of the lines extended pricing. Extended pricing will display on the Bid 

Tabulation report.  Do not make any changes.  

Click on Start Page button.  
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Unit Bid Price is automatically populated.  

Click on the Bid hyperlink for 2nd Group/Lot. 

 

Group bid price and details are shown.  

Click on Validate Entries button. 
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Click OK. 

Click on Start Page button.  

 

Click on Submit Bid button.  
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Click Yes.  

 

 

Click OK.  

 

 

Repeat the process for all remaining Bidders.  

Bid Tabulation is completed.  
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The Buyer navigates to the Event Workbench or to Analyze Events page.  

 

Analyze Total page is displayed.  

Click on the Analyze Group hyperlink.  

 

 

Click the Analyze hyperlink for Group/Lot 1.  
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Analyze Group page is displayed and shows the Group/Lot total per bidder.  

Expand the Factors line to view the line pricing.  

 

Click OK.  
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Select and make an award as needed.  

Click OK.  

 

Select the 2nd Group/Lot Analyze hyperlink. Note: Qty Awarded on Group/Lot 1 is populated.  
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Select and make the Award as needed.  

Click OK.  

 

 

Click Save button.  
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Navigate or Go To Award Events page.  

 

 

1 of 2 Awards is displayed.  

Set award as needed. 

Click Post Award button.  

 



               Procurement Job Aid 

Strategic Sourcing Event Awards  

43 of 43  Updated 3/21/2014 

 

 

Click to 2 of 2 to view 2nd Award results.  

Make award as needed. 

Click Post Award button.    


